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ELM Learning Administrator
ELM Employee Self-Service

ELM Employee Self-Service
How to use the UPK:

Step 1: Click the expand button to open the course.

Step 2: Each course is broken down into less@iigk the expand button to open a lesson.
Step 3: Within each lesson are topi€lick on the topic you want to open.

Step 4: Once you select your topic, select one of the playback modes to view.

Playback Modes

See Itmode- Enables you to learn by watching an animated demonstration of the steps for a task
being performed in a simulated environmeatl the requiral activities, such as moving the
mouse and entering data, are completed automatically.

Try It mode- Enables a user to learn interactively in a simulated environriém=t.user is
prompted for mouse clicks and/or keystrokes to complete the task.

Do It mode- Is used with the Live applicatiorl.he UPK will hover in the lower right of the
screen providing visual instruction®Vritten instructions will guide them stdyy-step through
the process.
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Lesson 2: Enrolling in an Activity

2.1 Enrolling in an Activity

Learners have the ability to log into ELM se#rvice to enroll in activitiesSecurity rights will
determine what activities will be viewable when searching the catalog.

Procedure

By the end of this topic, you will be able to:

- Navigae to theSearch Catalogpage.
- Enroll in an activity.

nd.gov|Official Portal fo
North Dakota OO e Danata State Government
CONPECT  3009.12.08 NDRT

My Page HR / FIM / ELM { BT My Links | Select One: et

Personalize Homepaoe Hornepsage Help

E W Welcome to the PS Portal = W Last Signon =
, News Flash December 08, 2008 16:08:42
/& My Benefits
@ Information abowt your smployment bensits + Maintaining Email Addresses
Mors State Employee News =

@ MyPaycheck

w Wigws your latest pay stub as wel as past paystubs Have Questions? 9 Having Problems Opening Documents in
- PeopleSoft?

E< - Service Desk 701-328-4470 or 877-328-4470

é’] My Leave Balance - See this atticle for Intemet and Micrasaft
£ 5 Most recert leave balance More... settings that will help download documents
m My SSNBank info View Al Articles nd Sections inord or Excel

= Confitm your S3H and Bank Acesurt Number Employee Information

©3, MyPersonalizations ELM Self Service Applications -] . E:;‘nlgg;gg‘ema Opening Documents in
Persanalize options such as locale, tak detals, save ELM SS MyLearning LEOplEsnLe
warnings, et @ Wiew a sUmmary of your learming sctivties, certification * SelrSenice Applications on Poral
gy 2 ,I Email Addresses ~— status, and objectives Mare
Z2- Change your emil acdress ELM S5 Search Catalog Vi Al Articles and Sections
Search the learning catalog by tile deseristion or ather

¢ Mddress selection criteria
37 Review and update your address ® ELM SS Browse Catalog
. Browse the learning catalog using subject-based
2 2 Phone Humbers O categories and subcategories.
LS A or updale phone numbers, or specify your primary )
B phone number [EEE ELMSS All Learning
& = Wiew your enrollment record, progress status, and

4’[ Maodify Personal Info schedule using selected fiter options
222 Updeate Persanal Information Ty o

/’I ELM S8 Certification Status -

B Designated Medical Provider &2 View the status of completed certifications

Views your designeted medical provider @4, ELMSS Learing Objectives

& iew your Isarming hieciives, progress status, and
@ Emergency Contacts enrollment options using selected fiter options.

Adtf or update your emsrgency contact Information sk ELMSS Supplemental Learnin

N Re sst crecit for I leted outside th
@ Expense Advice/Check ] ‘E:?::Eg f;eab;r iSArnIng complsted cusiae the

w Inquiry for Employes Expense AdviceiChecks

Managers Self Service

=3 ELM MSS Teamn Member
=1 View your tesm members, apply actions to.ane or more
employees, and manage enroliment approval reguests.

[T [ [ rusedsees 75~ [Foms -

Step Action

1. Begin by navigating to th8earch Catalogpage.

Click theELM SS Search Catalodink.
[ELM SS Search Catalog |

Page 2
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North Dakota
CONVECT 2009.12.08 NDRT

My Page HR / FIN

ELM/ BT

nd.gov|Official Portal for
North Dakota State Government

My Links | Select One; =

> PeopleSoft

— hily Benefits

= by Paycheck

= by Leave Balance

— hiy SEN/Bank Infa

— Email Addresses

— Address

— Designated Medical Provider

Mew Windaw | Custarnize Page | 51

Search Catalog

Select Search Category: Acti\mies‘ Catalog ltemg ‘ Programs | All

— Emernency Contacts
— Mlodify Personal Info

Search Activities

Search Tips

— Phone Mumbers Search the Catalog:
— Expense AdviceiCheck
— ELM &8 hty Learnin

Advanced Search  Browse Cataloy  Reguest Mew Learing Preferences

— ELM 565 Browse Catalog

— ELN 58 All Learning

— ELM 86 Cerfification Status

— ELM S8 Learning Obijectives

— ELM S8 Supplemental
Learning

— ELM MSS Team Members

— ELM MSS Search Catalog

— ELM MSS Bowse Catalog

— ELM MSE Team Learning

— ELM WSS Cerdification
Status

— ELM M35 Team Learning
Oh|

— ELM M55 Supplemental
Leaming

— hiy Personalizations

Main Cantent

T 4

Done [T [ [ [ Tusedsies [¥a ~ [# 100%

Step Action

Click theCollapse Menubutton.

E

TheSearch Catalogpage is used to se&réor learning activities, catalog items an
programs.

Click in theSearch the Catalodield.

[ |

Enter the desired information into tBearch Activitiesfield.

Enter 'Cultural Awareness'.

Click theSearch Activitiesbutton.
Search Activities

Notice all the actiities entitledCultural Awarenessare returned.

Click theCultural Awareness (HRMS2008)link.
Cultural Awareness (HRMS2008)
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CONVECT 2009.12.08 NDRT

My Page HR / FIN / ELM / BI

Activity Details

North Dakota " 9°Y|Qlereni S, covernment

Cultural Awareness

Activity Name: Cultural Awareness Tyne:

To receive credit for this activity you must cormplete all reguired tasks

1 Cultural Awareness
Required Sessions

Enrall Add To Plan

Classroom

Activity Code: 16 Contact: -
Price Per Seat: 0.00USD Drop Charge: 0.00UsD
Enrollment Status: Enrolled Confirmation Number: 19339
Start Date: 12111i2009 End Date: 1201172008
Last Enrollment Date:  -- Last Drop Date: -

Qwerview Ohiectives Met Schedule Prereguisites Llotes and Aftachrments
Description:

Description
Activity Syllabus

Cuenview Objectives Met Schedule Prereguisites

Llotes and Aftachments

Return to Previous Page  Browse Catalng Search Catalog

My Links | Select One; =

Mew Windaw | Custarnize Page | 51

]

[y [ Trusted sites Fa

L 100% - g

Step

Action

Click theEnroll button.
Enroll

CONGEST 2008.12.08 NDRT
My Page HR S FIM / ELM /BT

Enrell In Activity

North Dakota "9V Qoo s e coverment

Review Information

Julie Kennedy, MAXIMUS Lead, Config Customer

Activity Name: Cultural Awareness Type:

Activity Code: 16 Contact:

Price Per Seat: 0.00UsSD Drop Charge:
Start Date: 1211/2008 End Date:

Last Enroliment Date: . Last Drop Date:
Available Seats: 12 Available Waitlist:
Language: English

Clagsroam

0.00UsD

121142009

10

* Recjuired Fisld

Search Catalog  Browse Catalog

hiyLinks |Select One: =

Mew Window | Customize Page | & =

[T [ Trustedsites

0% ~ 2
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Step Action

10. Click theSubmit Enrollment button.
Submit Enrallment

11. You have successfully enrolled in the activiBultural Awareness

12. Congratulations! You should now be able to:

- Navigate to the&search Catalogpage.
- Enroll in an activity.
End of Procedure.

2.2 Enrolling in an Activity with a Waitlist

Activities can have a capacity limitVhen the capacity limit iszsached, the system can
automatically create a waitlistf an enrolled learner drops enrollment in the activity, the system
automatically enrolls the first person on the waitlist.

Procedure

By the end of this topic, you will be able to:

- Navigate tahe Search Catalogpage.
- Enroll in an activity with a waitlist.

nd.gov|Official Portal f
North Dakota 90N R e St Governiment
CONRECT  2009.12.08 NDRT

My Page HE / FIN / ELM / BT Iy Links | Select One. =
Persanalize Homepace Hormepage Helo
Self Service Applications B B W Welcome to the PS Portal B J Last Signon =2

. My Benefits News Flash December 08, 2009 16:08:42
\/y& information about yaur employment henefits - Maintaining Email Addresses
B MyPaycheck More. State Employee News =
@ Views your latest pay stub as wel as past paystubs Have Questions? 9 Having Problems Opening Documents in

— PeopleSoft?

g = Service Desk 701-328-4470 or 877-328-4470
zj‘ My Leave Balance ] See this article for Intermet and Microsoft
= Most recart lsave balance Mors_ settings that will help download documents
T8 wy sswmank o View All Articles and Sections inWord or Excel
> Confim your SSN and Bank Accourt Number Employee Information
@4, MyPersonalizations ELM Self Service Applications =N | - :g;mggégg‘ems Opening Documents In
Personalize options such s Iocale, 1ak detals, save (/55 ELMSS by Learning Fenplesots
warmings, elc. View a summary of your lsarming activiies, certification | | * S€lFService Applications on Portal
ay - / Email Atdresses == status, and okjectives. Mare.,
722 Chang your email address ELM S5 Search Catalog View 2l Aticles and Sections
Search the learming catalog by tile description o ther
Address selection crieria
2 Review and updste your address @ ELMSS Browse Catalog
Browse the learning catalog using subject-based
<, Phone tumbers D s
/_/ Add or update phons numbers, or specify your primary B
phone rumber. [EE ELMSS All Learning
& = Wiew yaur enrollment record, progress status, and
: / Modify Personal Info schedule using selected fiter options.
/s Uptiate Personal Infarmation @ I
@ ELM SS Certification Status -
@ Designated Medical Provider gk Wieww the status of completed certifications:
Vi your designated medical provider @4, ELMSS Learning Obiectives
& " Wiew your lsarming objectives, progress status, and
4’/ Emergency Contacts enralment options using selected fiter options.
2 Bad or update your emergency contact informetion FLM 55 Supplemental L sarnin
3¢ ELM SS Suppl 0|
@ Expense AdvicelCheck = Eﬁ:ﬁt fﬂﬁ g!ur learning completed outside the
ineiry for Employes Expersse AdviceiChecks
i for Employes E: AddviceiCheck

Managers Self Service

= ELM MSS Team Member
WView yaur tesm members, spply actions to one or more
employees, and manage enrolimert approval requests

 iarasce Eoneon oot E
[T [ trusiedsites R
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Step

Action

1.

Begin by navigating to th8earch Catalogpage.

Click theELM SS Search Catalodink.
!ELI'u'I 55 Search Catalog |

nd.gov|Official Portal f
North Dakota R T A —
CONVECT 2a09.12.08 NORT

My Page HF. / FIN / ELM / BT My Links | Select One; i

I PeopleSort New Window | Custornize Page | /5,
— My Benefits

— My Paycheck

— My L eave Halance

— by SSM/Bank Info Search catal(’g

— Email Addresses

— Address

— Designated Medical Provider
— Emergency Contacts

= Modify Persanal Info -
— Phang Mumbers Search the Catalog: Search Activities

— Expense Advice/Check
— ELM 55 hly Learning

Select Search Category: Activi(ies‘ Catalog tems | Programs | Al

Advanced Search Browse Catalog  RegquestMew Learning Search Tips  Preferences

— ELM S8 Brawse Catalog

— ELM 55 All Learning

— ELM 55 Certification Status

— ELM 55 Learning Objectives

— ELM S5 Supplemental
Leaming

— ELM ME8S Team Members

— ELM M2S Search Catalog

— ELM M2S Bowse Catalog

— ELM MSE Team Learning

— ELM MSS Cerification
Status

— ELM MSS Team Leaming
ohj

— ELM MSS Supplemental
Learning

= My Personalizations

Done [T [ tusedsites ERESIR

Step

Action

Click theCollapse Menubutton.

TheSearch Catalogpage is ged to search for learning activities, catalog items 3
programs.
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nd.gov|Official Portal for
North Dakota OO e Danata State Government
CONVECT 2009.12.08 NDRT o o by o
My Page HR [ FIN / ELM [ BT My Links |Select One: -
New Window | Custornize Pae |
Search Catalog
Sslect Seatch Categary  Activities | Calalon lterns | Programs | Al
Searchthe Catalog: | Search Activities
Advanced Search  Browse Catalog  Reguest New Learning Search Tips  Preferences
[ [ [ [ Trusted sites [7a - [Fiom -

Step Action

4, Click in theSearch the Catalodield.

5. Enter the desired information into tBearch Activitiesfield.

Enter '‘Cultural Awareness'.

6. Click theSearch Activitiesbutton.
Search Activities ||

7. Click theEnroll link.

Page 7
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nd.gov| Official Portal for
North Dakota OO Dot State Government
CONMECT 3008.12.08 NDRT

! nks He )
My Page HR / FIN/ ELM S B hyLinks |Selectone: i

Mew Window | Customize Page | &, =

Enrell In Activity

Review Information

Julie Kennedy, MAXIMUS Lead, Config Customer

Activity Name: Cultural Awareness Type: Classroom
Actiaty Code: 16 Contact: -

Price Per Seat: 0.00 USD Drop Charge: 0.00USD
Start Date: 12/11/2009 End Date: 121142009
Last Enroliment Date: .. Last Drop Date: -
Available Seats: 12 Available Waitlist: 10
Language: English

* Recjuired Fisld
SubmitEnroliment | Search Catalag — Browse Catalag

=
[ [ [ Tustedsites [Fa - [®Roe - 4
Step Action
8. Click theSubmit Enrollment button.
Submit Enrallment |
9. Notice Lee Lundberg has been successfully placed on the waitlist for the activ

Cultural Awareness.

10. Congratulations! You should now be able to:

- Navigate b theSearch Catalogpage.
- Enroll in an activity with a waitlist.
End of Procedure.

2.3 Viewing My Learning

TheMy Learning page will allow learners to review their five most current activities and/or
programs.Learners can also enroll in an activitiglete or drop an activity or program and
modify supplemental learning from this page.

Procedure
By the end of this topic, you will be able to:

- Navigate to théMly Learning page.
- View your learning history.

Page 8
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North Dakota

CONGECT 3000.12.02 NDRT

My Page

&
&

ELM

%-.27\: Benefits
S information about your employment benetts

B MyPaycheck
% Wigws your latest pay stub as wel as past paystubs

QZ’I My L eave Balance
&

Most recent leave balance

m My SSN/Bank Info
@ Confirm your S5M and Bank Account Mumker

®%, MyPersonalizations
Personalize options such as locale, tab details, save
warnings, etc

7= Email Addresses

. Eravow et
Change your email acdress

== Address

e
E@ Review and update your address.

Phone Numbers
£0d or update phone numbers, or specify your primary
phane number

Q/’[ Maodify Personal Info
=]

Update Personal Information

B Designated Medical Provider

View your designated medical provider.

é’gj Emergency Contacts
B

Adtf or updats your emsrgency contact Information

& Expense Advice/Check
% Incuiry for Employes Expense AdviceiChecks

nd.gov|Official Portal for
North Dakota State Government

Welcome to the PS Portal ]

News Flash
= Maintaining Ernail Addresses
Mars...
Have Questions?
= Sewice Desk 701-328 4470 or 877-328-4470

More

Wigw All Articles and Sections

ELM Self Service Applications -]

g ELM SS My Learning

Wiew & summary of your learming sctivilies, certification
status, and objectives

Search the learning catalog by title descrintion or other

? ELM S5 Search Catalog
selection critetia
1)

ELM SS Browse Catalog
Browse the lsarning catalog using subject-based
categories and subcategories.
[IEIF] ELMSS All Learning
Z=" View your enrolment record, progress status, and
schedule using selected fiter options

Q‘gf ELM SS Certification Status
22 View the status of completed certifications
@4, ELMSS Learning Objectives
Wiew your learning obijectives, pragress status, and
enrallmert options using selected fiter options
3 ELM SS Supplemental L earning

S Request credt for Isarming completsd cutside the
S learning catslon.

Managers Self Service

ELM MSS Team Member

=1 View your team members, appiy actions to.ane or more

employees, and manage enrolment approval requests

PPy ]

hty Links | Select One: =

Homepage Help

Last Signon =]
December 08, 2008 16:26:05
State Employee News =2
Having Problems Opening Documents in
? PeopleSoft?
L See this adicle for Internet and Micrasoft

settings that will help download documents
inWord or Excel

Employee Information

Hawing Problems Opening Docurments in
PeopleSoft?

SelrService Applications on Portal

More

igw All Articles and Sections:

[ [ [

| [ [ Trusted sites

Fa-]

Action

ELM S5 My Learning|

Begin by navigating to thily Learning page.

Click theELM SS My Learning link.
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North Dakota
CONYECT 2009.12.08 NDRT

My Page HR / FIN

nd.gov|Official Portal for
North Dakota State Government

ELM/ BT

> PeopleSoft

0 by 5
My Links | Select One; =

Mew Windaw | Custarnize Page | 51

— Emerne

— hily Benefits

= by Paycheck

= by Leave Balance

— hiy SEN/Bank Infa

— Email Addresses

— Address

— Designated Medical Provider

My Learning

SelectSearch Category.  Activities Cafalog lferns  Proorams Al

ney Contacts

~ELMES

— ELM M5!

— Mlodify Personal Info
— Ehone Numbers

- Expense Advice/Check

— ELM 55 Search Catalog
— ELM 565 Browse Catalog
— ELN 58 All Learning

— ELM S8 Learning Obijectives
— ELM S8 Supplemental
Learning

Search the Catalog:

Search Activities

dvanced Search  Browse Catalag Request Mew Learning

Wy Learning Activities
Title

Customize

Action

Drop Launch

15t 5

Cetfification Status Launch

Tyne Status Date
Web-hased
Training

Classroom

WED Test In-Progress 10/30/08

S Team Memhbers Cultural B Enrolled 111709

— ELM ME:!

— ELM MSS Search Catalog
— ELM MSS Bowse Catalog

B waitisted
B watlisted

Cert 1 Test Clagsroom 10¢29i09

12101408

Drop

S Teamn Learning Cultural Classraom

— ELM MS:!
Status

Obj

S Cerlification
— ELM M35 Team Learning
— ELM M55 Supplemental

Leaming
— hiy Personalizations

Cultural Cla: Completed 12/01/08

room

All My Learning

[T [ [ Trusedsies [7a - [Fiowm -

Step

Action

Click theCollapse Menubutton.

TheMy Learning page displays all learning activities in which a learner is curre
enrolled in, completed or has been waitlisted for.

Click the"Cultural Awareness' link.
[Cultural Aweareness |

TheActivity Progress page displays detailed information about the selected
Activity.

In this example, you are able to view specific information for the Acti@tytural
Awareness

Notice Julie Kennedy is currentgnrolled in the activityCultural Awareness.
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My Page HR / FIN/ ELM/ BT My Links | Select One! hd

Mew Window | Custornize Page | /§, =]

Activity Progress
Cultural Awareness
Jdulie Kennedy, MAXIMUS Lead, Config Customer

Activity Name: Cultural Avwwareness Type: Clagsroonm
Activity Code: 16 Contact: -

Price Per Seat: 0.00USD Drop Charge: 0.00USD
Enrollment Status: Enralled Confirmation Number: 19339
Start Date: 12111i2009 End Date: 1201172008
Last Enrollment Date:  -- Last Drop Date:

Progress  Schedule Grades and Aftendance Motes and Attachments  Payment Details  Approvals

[Activity Progress Summary

Progress: Enrolled Grade: Mot Graded

Passing Status:  Fending Comments: (&

Instructor: Clayton Schumaker

Activity Syllabus
You must complete this activity by 1201172008
To receive credit for this activity you must complete all required tasks

1 Cultural Awareness Wiew Schedule and Locations
Short Name Sessions

Progress: Mot Attempted

[T [ [ [ Trusedsies [7a - [Fiom -

Step Action

7. Click thescrollbar.

8. Use theView Schedule and Locationdink to view specific details about the
activity (i.e., physical address, the date and time of the activity and the specifid
number where the activity will be held).

9. Click theReturn to Previous Pagdink.
[Feturn to Previous Page |
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North Dakota
CONVECT 2009.12.08 NDRT

My Page HR / FIN / ELM / BI

My Learning

Select Search Category:  Activities Catalog lferns  Proorams Al

Search the Catalog:

Search Activities

Advanced Search  Browse Catalog Request Mew Learning

My Learning Activities

Title Twe Status Date A n Launch
WiED Test giflﬂ'ﬂ?m In-Progress  10/30/08 Drop | Launch
Cultural Cl & Enralled 111709

Cert1 Test Classroom B waitlisted 10/29/03 Drop

Cultural Cl B watlisted 12f01408

Cultural Cl Completed 12401408

All Wy Learning

My Links | Select One; =

Mew Windaw | Custarnize Page | 51

[ [ [ [ [ Trusedsites [7a - [Fiom -

Step

Action

10.

Click theCultural Awarenesslink.
Cultural Awareness

11.

day.

Notice this learner is also on the waitlist for the same Activity, but for a differer
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Mew Windaw | Custarnize Page | 51

Activity Progress
Cultural Awareness
Jdulie Kennedy, MAXIMUS Lead, Config Customer

Activity Name: Cultural Awareness Type:

Classroom
Activity Code: 18 Contact: -
Price Per Seat: 0.00USD Drop Charge: 0.00USD
Enroliment Status: Waitlisted Confirmation Number: 19354
Start Date: 12/08i2009 End Date: 12/08/2009
Last Enrollment Date:  -- Last Drop Date:

Progress  Schedule Grades and Aftendance Motes and Attachments  Payment Details  Approvals

[Activity Progress Summary
Progress: Waitlisted Grade: Mot Graded

Passing Status:  Fending Comments: (&

Instructor: Clayton Schumaker
Activity Syllabus
To receive credit for this activity you must complete all required tasks.

Drop

Beturn to Previous Page

[T g [ Trusted skes [a~[Hwow -
Step Action
12. Click theReturn to Previous Pagdink.
|Eeturn to Previous Page |
13. Users have the ability to drop enrollment or drop activities where they have be
placed on the waitlist from tHdy Learning page.
14. Congratulations! You should now be able to:
- Navigate to théMy Learning page.
- View your learning history.
End of Procedure.

2.4 Viewing All Learning

From theAll Learning page, learners can view all learning activities they are scheduled for or
planned as well as any activities they are currently enrolled in or that they havetean
Learners can also enroll, drop or modify learning from this page.

Procedure

By the end of this topic, you will be able to:

- Navigate to the\ll Learning page.
- View a learners learning history.
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nd.gov|Official Portal for
North Dakota OO s Danata State Government
CONGECT 3000.12.02 NDRT

My Page HE / FIN / ELM / BI hty Links | Select One: =

Homepage Help

2 E W Welcome to the PS Portal = W Last Signon =]
%; My Benefits Mews Flash December 0%, 2008 16:26:05
S22 informalion sbout your emplaymert hensfis - MWaintaining Email Addresses
@ My Paycheck More. State Employee News
% Wigws your latest pay stub as wel as past paystubs Have Questions? ? Having Problems Opening Documents in
_ PeopleSoft?
afy = Serice Desk 701-328-4470 or 877-328-4470
Zrl My Leave Balance ] See this aicle far Intermet and Microsoft
- Most recert leave balance hore... settings that will help download docurments
m My SSNBank info View Al Articles nd Sections inword or Excel
= Confitm your S3H and Bank Acesurt umber Employee Information
©3, MyPersonalizations ELM Self Service Applications =N |- E:;‘nlgg;gg‘ema Opening Ducuments in
Persanalize options such as locale, tak detals, save ELM SS MyLeaming LEOplEsnLe _
warnings, et g Wiew a sUmmary of your learming sctivties, certification * BelrSenice Applications on Poral
gy 2 ’l Email Addresses ~— status, and objectives Mare
: Change your email acdress ELM S5 Search Catalog Vigw Al Articles and Sections
Search the learning catalog by lile deseription or cther
& 24 nddress selection criteria
)52 Review and update your address @ ELM SS Browse Catalog
. Browse the learning catalog using subject-based
£ 24 Phone Numbers categories nd subcalegories
LS A or updale phone numbers, or specify your primary i
phone number [IEE ELMSS All Learning
& Wiew your enroliment record, progress status, and
4’[ Maodify Personal Info schedule using selected fiter options
222 Updeate Persanal Information Ty .
g’[ ELM 5SS Certification Status i
B Designated Medical Provider &2 View the status of completed certifications
S View: your designated medical provider. @4, ELMSS Learing Objectives
Y Wiew vour learning obiectives, progress status, and
@ Emergency Contacts enrollment options using selected fiter options.
" Al o uptlats your emergency contact Information % ELM'SS Supplemental Learnin
B Expense AdviceCheck \’;‘p Request credt for learning completed outsids the
g, tpense Advice/-heck Ilearning calslog.
% Incuiry for Employes Expense AdviceiChecks

Managers Self Service

= ELM MSS Tean Member
=1 View your team members, appiy actions to.ane or more
employees, and manage enroliment approval reguests.

[T e [ Trusted sites

Step Action

1. Begin by navigating to thall Learning page.

Click theELM SS All Learning link.
ELM S5 All Learning
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CONVECT 2009.12.08 NDRT

My Page HR / FIN/ ELM/ BT My Links | Select One! hd

I PeopleSoft Mew Windaw | Custarnize Page | 51
— hily Benefits

= by Paycheck

= by Leave Balance All Learning

— hiy SEN/Bank Infa

— Email Addresses

— Address

— Designated Medical Provider
— Emernency Contacts

— Mlodify Personal Info

— Ehone Numbers

— Expense AdviceiCheck

— ELM 86 hy Learning

— ELM 58 Search Catalog =
— ELM 58 Browse Catalog Title Tune Status Date Launch

Web-based
ZELM 55 Certification Status YWEh Test Training In-Progress  10030/00 Drop Launch

B E::m gg Eearr:in OE'?E"“ES Cullural Awareness Classraom Enralled 111709
- upplermental
Waitlisted 10/29/08 Crop

Learning
*W Cultural Awvarengss Classroom Wiaitlisted 12i01/00
- earch Catalog
_ ELMMSS Bowse Calalo Cultural Awareness Classroom Completed 12M01/08
— ELM MSS Team Learning Resened Seat Classroom Dropped 10i27/08
— ELM WSS Cerdification

Status My Learning Search Catalog Browse Catalong  Request Hew Learning
— ELM M35 Team Learning

Oh|
— ELM M55 Supplemental

Leaming

~ My Personalizations
My Personalizations Main Content

All Learning is a list of the activities you are enrolled in or campleted and curricula and certifications for
which you are registered or completed. You can view details, progress status, and schedules by clicking

on the name of the activity or program.

*Filter Name: |AII learning - any status, type or date j Go

Cert1 Test Classroom

SR m m ¥

Done [T [ [ [ Trusedsies [7a - [Fiowm -

Step Action

2. Click theCollapse Menubutton.

3. TheAll Learning page lists all the activities in which a learner has enrolled in,
waitlisted for and/or completed.

4, Use theFilter Name field to view different types of information pertaining to a
users learning.

5. Click theCultural Awarenesslink.
Cultural Awareness!

6. Lee Lundberg has completed and passed the actidibyv to Have Fun at Work.
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o v Links He
My Page HR / FIN/ ELM/ BT My Links | Select One! hd

Mew Window | Custornize Page | /§, =]

Activity Progress
Cultural Awareness
Jdulie Kennedy, MAXIMUS Lead, Config Customer

Activity Name: Cultural Avwwareness Type: Clagsroonm
Activity Code: 18 Contact: -

Price Per Seat: 0.00USD Drop Charge: 0.00USD
Enroliment Status: Cormpleted Confirmation Number: 19310
Start Date: 12/08i2009 End Date: 12/08/2009
Last Enrollment Date:  -- Last Drop Date:

Progress  Schedule Grades and Aftendance Motes and Attachments  Payment Details  Approvals

[Activity Progress Summary

Progress: Completed Grade: Pass

Passing Status:  Pass Comments: O

Instructor: Clayton Schumaker

Activity Syllabus
You must complete this activity by 12/08/2008
To receive credit for this activity you must complete all required tasks

1 Cultural Awareness Wiew Schedule and Locations
Short Name Sessions

Progress: Mot Attempted

-
[T g [ Trusted skes [a~[Hwow -
Step Action
7. Click thescrollbar.
8. Click theReturn to Previous Pagdink.
IReturn to Previous Pane|
0. Notice the different status' for each activity.
10. Congratulations! You should now be able to:
- Navigate to th&ll Learning page.
- View a learners learning history.
End of Procedure.

2.5 Dropping an Activity

TheMy Learning page iaused to drop an activityi-rom this page, learners can also view all
activities they are currently enrolled in, waliltlisted for, completed and learning requests that are
pending approval.

Procedure
By the end of this topic, you will be able to:

- Navigde to theMy Learning page.
- Drop an activity.
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North Dakota
CONECT 2009.12.08 MORT

My Page HE ELM

%-.27\: Benefits
S information about your employment benetts

B MyPaycheck
% Wigws your latest pay stub as wel as past paystubs

QZ’I My L eave Balance
&

Most recent leave balance

m My SSN/Bank Info
@ Confirm your S5M and Bank Accourt Rumber
® My Personalizations

Persanalize options such as locale, tak detals, save
warmings, stc

'ﬁzj Email Addresses
Change your email acdress

gz Address
g Review and update your address

Phone Numbers
£0d or update phone numbers, or specify your primary
phane number

%2
&

Update Personal Information

Q/’[ Maodify Personal Info
=]

B Designated Medical Praovider
% Views your designated medical provider.

é’gj Emergency Contacts
32 Aad or uptate your emergency contact informatin

& Expense Advice/Check
% Incuiry for Employes Expense AdviceiChecks

nd.gov|Official Portal for
North Dakota State Government

Welcome to the PS Portal ]

News Flash
= Maintaining Ernail Addresses
Mars...
Have Questions?
= Sewice Desk 701-328 4470 or 877-328-4470

More

Wigw All Articles and Sections

ELM Self Service Applications -]

g ELM SS My Learning

Wiew & summary of your learming sctivilies, certification
status, and objectives

Search the learning catalog by title descrintion or other

? ELM S5 Search Catalog
selection critetia
1)

ELM SS Browse Catalog
Browse the learning catalog using subject-based
categories and subcategories.

[IEIF] ELMSS All Learning
Z=" View your enrolment record, progress status, and
schedule using selected fiter options

Q‘gf ELM S Certification Status
&2 View the stetus of completed certifications
@4, ELMSS Learning Objectives

Wiew vour learning obiectives, progress status, and
enrollment options using selected fiter options

3 ELM SS Supplemetal L earnir

“2 Request credt for lsarning completed outsids the

S learning catslon.

PPy ]

hty Links | Select One: =

Homepage Help

Last Signon =]
December 08, 2008 16:26:05
State Employee News =2
Having Problems Opening Documents in
? PeopleSoft?
L See this adicle for Internet and Micrasoft

settings that will help download documents
inWord or Excel

Employee Information

Hawing Problems Opening Docurments in
PeopleSoft?

SelrService Applications on Portal

More

igw All Articles and Sections:

Managers Self Service
ELM MSS Team Member

=1 View your team members, appiy actions to.ane or more
employees, and manage enrolment approval requests

[ [ [

[ [ [ Trosted sites el

Action

ELM 55 Learnin

Begin by navigating to thily Learning page.

Click theELM SS My Learning link.
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My Page HR / FIN / ELM / BI

> PeopleSoft

— by Benefils |
= by Paycheck

= by Leave Balance i

— hiy SEN/Bank Infa My Learnlng
— Email Addresses

— Address

— Designated Medical Provider
— Emernency Contacts

— Modify Personal Info 5
— Bhone Mumbers Search the Catalog: Search Activities
— Expense AdviceiCheck

SelectSearch Category.  Activities Cafalog lferns  Proorams Al

dvanced Search  Browse Catalag Request Mew Learning

— ELM 5S Search Catalog

— ELM 55 Browse Catalog

—ELMSS All Learing by L earning Activities Customize  15cf 5

— ELM 86 Cerfification Status

— ELM 88 Learning Objectives
Web-hased

~ ELM 88 Bupplemental WE Test In-Progress 10130108 _Drop | Launoh|

T —_— Training
Learning
— ELM MSS Team Members Cultural Classroorm Bl Enralled 1117i09

— ELM MSS Search Catalog
_ ELMMSS Bowse Calalo Cert1 Test Classroom B Wa\tl\sleMdam Cm:e?-\tfﬁttlﬁ Drop
— ELM MSS Teamn Learning Cultural Classraom B Wa\tl\sl__ <1/08

— ELMMSS Cerification Cultural Classroom Completed  12/01/08
Status

— ELM M35 Team Learning
Oh|

— ELM M55 Supplemental
Learning

— My Personalizations

Title Tyne Status Date Action  Launch

All My Learning

Done [T [ [ Tusedsies [7a - [Fiomm -

Step Action

2. Click theCollapse Menubutton.

E

3. TheMy Learning page is used to view a summary of ytearning activities,
certification status and objectives.

4, Click theCert 1 Testlink.
Zert1 Test

5. TheActivity Progress page allows you to view the activity details prior to
finalizing the drop action.

6. Notice this learner is currently on the waitlist forstlictivity.
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Activity Progress
Cert 1 Test
Jdulie Kennedy, MAXIMUS Lead, Config Customer

Activity Name: Cent1 Test Tyne: Classroam
Activity Code: 8 Contact: -

Price Per Seat: 0.00USD Drop Charge: 0.00USD
Enrollment Status: Waitlisted Confirmation Number: 19302
Start Date: 12/08i2009 End Date: 12/08/2009
Last Enrollment Date:  -- Last Drop Date:

Progress  Schedule Grades and Aftendance Motes and Attachments  Payment Details  Approvals

[Activity Progress Summary
Progress: Waitlisted Grade: Mot Graded

Passing Status:  Fending Comments: (&

Instructor:  Lee Lundbery
Activity Syllabus
To receive credit for this activity you must complete all required tasks.

Drop

Beturn to Previous Page

Done [T [ [ [ Trusedsies [7a - [Fiom -

Step Action

7. Click theDrop button.
Draop

8. TheReview Information page is where you verify one last that the selected act
is correct.

You can also view whether drop charges will apply.
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My Links o
My Page HE / FIN/ ELM / BT My Links [Selectone -
Mew Windaw | Custarnize Page | 51
Drop Activity
Review Information
Julie Kennedy, MAXIMUS Lead, Config Customer
Are you sure you want to drop this activity?
Waitlist Confirmation Number: 19302
Activity Name: Cert1 Test Type: Classroom
Activity Code: 8 Contact: -
Price Per Seat: 0.00uUED Drop Charge: 0.oouUsDh
Enroliment Status: Waitlisted Confirmation Number: 19302
Start Date: 12/08/2009 End Date: 12/08/2009
Last Enrollment Date: Last Drop Date: -
Drop Cancel
Done [T [ [ [ Trusedsies [7a - [Fiom -

Step Action

9. Click theDrop button.

Drop |
10. You have successfully been dropped from the actiggrt 1 Test.
11. Congratulations! You should now be able to:

- Navigate to théMy Learning page.
- Drop an activity.
End of Procedure.

2.6 Adding Supplemental Learning

Learners can add supplemental leagrtio their training plan via sediervice. Supplemental
Learning is any learning that is not listed in the catalog.

Procedure
By the end of this topic, you will be able to:

- Navigate to th&Supplemental Learningpage.
- Add supplemental learning tdearners training plan.
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CONGECT 3000.12.02 NDRT

My Page

=

@ Confirm your S5M and Bank Account Mumker

@
ot

ELM

%;\: My Benefits

S information about your employment benetts

B MyPaycheck
% Wigws your latest pay stub as wel as past paystubs

QZ’I My L eave Balance
&

Most recent leave balance

My SSH/Bank Info

®%, MyPersonalizations
Personalize options such as locale, tab details, save
warnings, etc

7= Email Addresses

. Eravow et
Change your email acdress

== Address

e
E@ Review and update your address.

Phone Numbers
£0d or update phone numbers, or specify your primary
phane number

Modify Personal Info

Update Personal Information

Designated Medical Provider
Wiew your designated medical provider.

é’gj Emergency Contacts
B

Adtf or updats your emsrgency contact Information

& Expense Advice/Check
% Incuiry for Employes Expense AdviceiChecks

nd.gov|Official Portal for
North Dakota State Government

Welcome to the PS Portal ]

News Flash

PPy ]

hty Links | Select One: =

Homepage Help

= Maintaining Ernail Addresses
Mars...
Have Questions?
= Sewice Desk 701-328 4470 or 877-328-4470

More

Wigw All Articles and Sections

ELM Self Service Applications -]

g ELM SS My Learning

status, and ohjectives
ELM S5 Search Catalog

Search the learning catalog by title descrintion or other

Last Signon =]
December 08, 2008 16:26:05
State Employee News =2
Having Problems Opening Documents in
? PeopleSoft?
L See this adicle for Internet and Micrasoft

settings that will help download documents
inWord or Excel

Employee Information

Hawing Problems Opening Docurments in
PeopleSoft?

SelrService Applications on Portal

More

igw All Articles and Sections:

selection critetia
ELM SS Browse Catalog
Browse the lsarning catalog using subject-based
categories and subcategories.
[IEIF] ELMSS All Learning

Z=" View your enrolment record, progress status, and
schedule using selected fiter options

Wiew & summary of your learming sctivilies, certification
1)

Q‘gf ELM SS Certification Status
22 View the status of completed certifications
@4, ELMSS Learning Objectives
Wiew your learning obijectives, pragress status, and
enrallmert options using selected fiter options
3 ELM SS Supplemental L earning

S Request credt for Isarming completsd cutside the
S learning catslon.

Managers Self Service

ELM MSS Team Member
Wiy your team members, apply actions ta one or mare
employees, and manage enroliment approval reguests.

[ [ [

[ [ [ Trosted sites el

Action

Click theELM SS Supplemental Learninglink.

ELM S5 Supplemental Learning

Begin by navigating to thBupplemental Learningpage.
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CONVECT 2009.12.08 NDRT
My Page HF. / FIN / ELM / BT My Links ,W[

I PeopleSoft Mew Windaw | Custarnize Page | 51

— hily Benefits

= by Paycheck

= by Leave Balance i

W Supplemental Learning

— Email Addresses
ddress Supplemental Learning is learning that is not listed in the standard leaming catalog. To add supplemental
esignated Medical Provider learning to your Planned Learning or Learning Histary, select the appropriate type of learning youwant to

— Emergency Contacts adid and click the Continue buttan

— Mlodify Personal Info

— Ehone Numbers

— Expense AdviceiCheck

— ELM &8 My Learning - - -

— ELM 55 Search Catalng Ty [Selert =l

— ELM S8 Brawse Catalog

— ELM 55 All Learning * Required Field

— ELM 55 Certification Status
LW 55 Leaming Objectives Conlime

Team Members
LM M55 Search Catalog
— ELM MSS Bowse Catalog
— ELM MSE Team Learning
— ELM WSS Cerdification
Status

— ELM M35 Team Learning
Oh|

— ELM M55 Supplemental
Leaming

— hiy Personalizations

Done [T [ [ [ Tusedsies [7a - [Fiowm -

Step Action

2. Click theCollapse Menubutton.

3. Note: To enter education units for tracking purposes,fxternal Learning"
supplemental learning type must be selected from thedbom list.
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nd.gov| Official Portal for
North Dakota OO Dot State Government
CONMECT 3008.12.08 NDRT

My Page HR / FIN/ ELM / BI

Supplemental Learning

by Links [Select One: =

Mew Windaw | Custormize Page | J5

Supplemental Learning is learning that is not listed in the standard leaming catalog. To add supplemental
learning to your Planned Leaming or Learning History, select the appropriate type of learning you want to
add and click the Continue button

“Type: [Select |

* Reguired Fiel!

Continue

| ’_’_’_‘ ‘ |ﬁ?b |\-_~Jlncalmtranat -

Step Action

4, Click theType list.

nd.gov|Official Portal fo
North Dakota OO Danota State Government
COMECT 2009.12.08 NDRT

My Psge HE J FIN { ELM

My Links |Select One: =l

ED

) Mew Windaw | Custamize Page | 5]
Supplemental Learning

Supplemental Learning is learning that is not listed in the standard leaming catalog. To add supplemental
learning to your Planned Leaming or Learning History, select the appropriate type of learning you want to
add and click the Continue button

“Type: | Select =]
Conference

Enuivalent Experience
External Learning
Corl|Legacy Training Histary
0n the Job Training (0JT)

* Reequi

Seminar

Technical Summit

[ [ [ [ [ ’drocaimtranet
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Step Action

5. Click theExternal Learning list item.
|External Learning |

nd.gov|Official Portal fo
North Dakota R A —
CONAECST 2009.12.08 NDRT Home At
My Page HR / FIN/ELM/BL MyLinks |Select Gne: B

Supplemental Learning

Mew Window | Customize Page | &,

Supplemental Leaming is learning thatis not listed inthe standard learning catalog. To add supplemental
learning to your Planned Learming or Learning History, selectthe appropriate type of learming you want to

add and click the Gontinue hutton,

* Required Fieldt

Continue

[T [ [P N3 tocalintranet EREr R

Step Action

6. Click theContinue button.
Continue
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CONMECT 3008.12.08 NORT Home ¥ Links He I
My Page HR./ FIN / ELM { BI My Links lgemmne—v "
5] =t
Mew Windaw | Custarnize Page | 51
Supplemental Learning
‘fou can enter in vaur Continuing Education Units (CEU'S) an this page.
*Title: I‘
*Description: j
K
*Status: [select =l
Type: External Learning
*Start Date: [rzneizo0e 5
*End Date: [12776r2000 |5
Institution: [
*Location: |
Study Hours: I—UUU |
TravelHours: | 0.00
Price: I—UDD
Education Units: l—
*Provided By: |
Ed. Unit Type: | Q
Est.TrviHotel $: |
Est. Meal §: |
*Duration: | j
ocs [Ty Mot = o
Step Action
7. Enter the desired information into théle field.

Enter 'How to Use Microsoft Office Suité.

Click in theDescription field.

Enter the desired information into tBescription field.

Enter 'How to use Microsoft Office Suite application$.

10. Click the Statuslist.

=
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Step Action

11. Click thePlannedlist item.
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